


 

 

Employee  
Trans and Non-Binary conversation cards 

  

 
Do I need any form of identification 
or other documents to change my 
personal details?  
 
For British and Irish passport holders 
no further identification is required. For 
other passport holders who require 
ongoing right to work checks please 
contact  helpdesk for further 
advice.  
 
To enact a change you must first 
contact your bank to change the name 
of your account you are paid into and 
HMRC to ensure your tax record is 
amended. This is essential to avoid 
implication on your tax, national 
insurance, benefits, and payroll. You 
will need to confirm that these changes 
have been made. HMRC have a 
dedicated department to support you 
and can be contacted by email: 
nico.specialsectiond@hmrc.gov.uk 
Or by calling: 0300 055 3932 

 
To change your title and name on SAP 
you need to complete and submit form 
F5822 A3 to 

@tfl.gov.uk 
If you, or your line manager, need 
advice call helpdesk.  
 
New staff travel cards and building 
passes will be ordered, and pensions 
team notified of the change in 
communication details.  
 
You can order more than one travel 
photo card or building pass to reflect 
your gender identity or gender 
presentation if this is appropriate to 
your needs. 
 
What personal titles can I use on 
SAP?  
The following titles are now available 
within SAP Mx, Ind, M, Misc, Mre, Msr, 
Myr, Pr, Sai, Ser. On name badges, 
emails and other communications you 
can use titles and pronouns that you 
identify with. Consider adding a voice 
signature if you wish.  
 
What about pensions?  
HR services will notify pensions 
department of your change of details. 
Currently to comply with tax and other 
legislation your communication details 
will be updated but not your pension 
record. Age UK provide a useful 
document Trans issues and later life 
(ageuk.org.uk) that raises some 
important information you may wish to 
consider. We recommend contacting 
pensions department to discuss your 
needs. 








